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Introduction

The Homeownership Capacity Data Collection System (the “DCS”) is a web-based data collection system
designed specifically for the Homeownership Capacity Program (the “Program”). Homeownership
Capacity Grantees (the “Grantees”) are required to use the DCS to report on all households that enter
the Program.

The Homeownership Capacity DCS User Guide outlines all the information Grantees will need to gain
access, enter data, navigating the DCS for other tasks such as printing a summary of the Client data and

sorting data to determine the date for subsequent Client follow ups, and how to report issues in the
DCS.

All Program information on data collection, reporting, and documentation requirements related to the
DCS can be found in the Homeownership Capacity Manual (the “Manual”) which is located on the
Minnesota Housing website.
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Chapter 1 — The Homeownership Capacity DCS

1.01 Gaining System Access and User Privileges
Grantees should contact Minnesota Housing in the following situations:

e A staff person (existing or new) needs access to the DCS;

e When a staff person who has access no longer needs access.

The Grantee’s Program Manager should contact Minnesota Housing with the following DCS User
information:

e Staff person’s full name;
e Staff person’s email address;

e Date to activate or deactivate access.

Once the Staff person (the “User”) has access, they will receive an email with log in instructions. All
Users have the same access privileges. This means that all Users within the Grantee’s organization will
be able to access and can update data on any existing Client in the DCS.

1.02 Accessing the DCS

Once the User obtained access to the DCS, follow the screenshots below on how to log in to the DCS:

Accessing the DCS

m‘ HOME  ABOUTUS JOBS NEWS POLICY & RESEAICN INVESTORS
. - -

MINNESOTA X K/ ) 5 18 Withi
MOUSING rH(_;)arrclﬁownersh1p is within your

Minnesota Housing Is a trusted state agency that works with
Mortgage rates starting at: % » lenders in your area to provide affordable home loans. Click
3 7 5 0 0/0 here to learn how you can become a homeowner!
View all interest rates

B fin

Homebuyers & Homeowners Help with Housing & Rent Assistance Multifamily Rental Partners

B i)
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Secure Login — Single Family Applications

K.

Home >

Partner Login

Secure Login

Single Family Applications

Loan Commitment System (compatible with Internet Explorer only, not Google Chrome or Firefox, etc.)

For further assistance, please contact the Partner Solutions Team at 651.296.8215 or 800.710.8871, 7:30 a.m. - 5:00 p.m. business days.
Single Family Secure File Exchange

This tool allows organizations to securely upload and download documentation for the following programs:

 Community Homeownership Impact Fund (Impact Fund)

* Emergency and Accessibility Loan Program

* Rehabilitation Loan Program
* Start Up, Step Up and MCC documents
Please review the instructions on how to use the Sing ly Secure File Exchange.

Homeownership Capacity Data Collection system

This tool allows organizations to securely report client level data for the Enhanced Financial Capacity Homeownership Initiative
(Homeownership Capacity).

Please review the instructions on how to use the Homeownership Capacity Data Collection System.

User Name

Welcome

MINNESOTA
HOUSING

Minnesota Housing Global Login

Logging In

Please use Internet Explorer versions 9 - 11.
Using other internet browsers may result in
loss of functionality.

Password

The Forgot Password and Forgot User Name
links will provide you with instructions on
how to reset your password or user name.

Forgot Password =~ ForgotUserName @~ Supported Browser =~ ContactInfo

3 AUGUST 2020


https://online3.mhfa.state.mn.us/GlobalSignOn/Account/LogOn

MINNESOTA HOUSING — HOMEOWNERSHIP CAPACITY
DATA COLLECTION SYSTEM USER GUIDE

Logging In

User Name

MINNESOT
HOUSING

Minnesota Housing Global Login

Enter your provided user name and
password and then click on the “Log In”

Password

| button.

[

I Note for first-time users: Password will be

the same as your user name. We will provide

you with your username.

Homeownership Capacity Data Collection System

MINNESOT
HOUSING

Authorized Applications

* Homeownership Capacity Data Collection System -

You have 56 days left before your password expires. Change Password

Once the User has logged in to the DCS, they may now complete any of the following:

e Add new client and enter intake data

e Enter data for any subsequent stage (Annual, Program Completion, Outcome, Client Stopped

Communication)

e Other DCS navigation
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1.03 Survey Flow

Once DCS access is gained, there are multiple stages where data may be collected. Each stage of the
Client’s progress through the Program is called a Survey in the DCS. The DCS is designed to release
subsequent Surveys only once the necessary information from the previous Survey has been submitted.
For example, a User will only be able to access the Annual, Program Completion Data, Program
Completion Client Survey or Client Stopped Communication Survey(s) once they have submitted all
Intake data for that Client. All required fields must be completed before the User can successfully submit

that survey.

See the Homeownership Capacity Program Manual (“the Manual”) for reporting requirements. See

below for the survey flow established in the DCS.

entered into
system

New client data

. Client Stopped

Intake Data

Communication

Survey Flow

Annual data (up
to 3x)

Program
Completion Data

Program
Completion
Client Survey

Client Stopped
Communication

Outcome Data -

Select one of the

following to

complete based on

client outcome:

o Client Purchased
aHome

* Client Decided
not to Purchase

¢ Client Continues
to Pursue
Homeownership

* Client Stopped
Communication
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1.04 Add New Client and Enter Intake Data

Once the User has determined the Client met eligibility requirements, the User may add a new Client

and the Intake data. Follow the screenshots below:

Welcome Screen

Click Add new Client for new clients. After a Client has been created and Intake
Data completed they will show up in the table below. Click their name in the
column named Clients to update their information/add new data.

Home »

Test Organization Each column is sortable with the Client form sorting
by last name and the others by date.

Clients
2 Annual Annusl Annual Completion Client Stopped
Client Intake Data

Data Dsta Data Dsta Communcation
Anderson, Jane 03/14/2014 02/162015 (03/16/2018 03/17/2017 08/1612017

Add a New Client

m‘ Homeownership Capacity Data Collection
System

MINNESOTA
HOUSING

Home » Test Organization »

Primary Client Last Name

Anderson

Primary Client First Name

Jane

[ ] 4
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Enter Client Data

Welcome :

<aln Log off
m D Homeownership Capacity Data Collection
o System

MINNESOT
HOUSING

Home » Test Organization »

Jane Anderson

Print Client Summary

Survey Options

5 Log off
m ) | Homeownership Capacity Data Collection
' System

MINNESOTA
HOUSING

Jane Anderson

You can do one of the following:

Cancel

1.05 Entering Subsequent Data

Refer to the Manual to ensure data is entered into the correct Survey. Once the User had added a new

Client and Intake data, they may access any of the following Surveys:
e Annual Data

o This Survey may be completed once annually up to three times.

o This Survey does not need to be completed to access the Program Completion Data survey.
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e Program Completion Data

O

@)

The Program Completion Client Survey will appear for completion.
=  This survey will become available once the Program Completion Data is submitted.
= Users may submit this survey one time.

Users will not be able to go back and enter Annual Data. Refer to the Manual to ensure data is
entered into the correct survey.

Users may submit this survey one time.

e Qutcome Data

O

This Survey will appear once the Program Completion Data and Program Completion Client
Survey have been submitted.

The following options for completion dependent on the Client’s Outcome:
= Client Purchased
= (Client Decided Not to Purchase

= (Client Continues to Pursue Homeownership

e Client Stopped Communication

O

Refer to the Manual for the circumstances under which a Client should be entered as Client
Stopped Communication.

Once the Client is entered as Client Stopped Communication, the User will not be able to
access any surveys.

To access this list of surveys, follow the screenshots below:

Survey History Screen

‘ Log off
m . Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Home » Test Organization »

Jane Anderson

Survey History

Question

Intake Data Annual Data Annual Data Annual Data meT":‘ s Z"“’:’;" :f’“"""""
ompletion Da jent Survey
)/ 4 /161 /161, 171 7
:::uzm 31 f ikl 3‘16 2015 Spirzet 611612017 611612017
edit edit
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Update Client

Welcome :

Log off
m‘ Homeownership Capacity Data Collection
System

MINNESOTA
HOUSING

Jane Anderson

y) ——— You will see each Survey you have
completed here with a green check

You can do one of the following:

Select the Survey you would like to
complete. In this case, Annual data.

>ommunication

Outcome Data —

Client Purchased a Home

m‘ Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Jane Anderson

Intake Data
Annual Data
Annual Data
Annual Data:

Program Completion Data

SNSNSNSS

Client Survey;

You can do one of the following:
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All Surveys Complete

m1 Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Jane Anderson

Intake Data
Annual Data
Annual Data
Annual Data
Program Completion Data.

Client Survey

SKSINNSNSSS

Outcome Data - Client Purchased a Home.

You can do one of the following:

Cancel

The User will know they have completed all the required data entry when there are no additional survey
options to select.
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Chapter 2 — Other DCS Navigation

2.01 Returning to the Survey History Page

At any time, the User may click Cancel to return to the Survey History page for their Client.

All Surveys Complete

m Homeownership Capacity Data Collection System

MINNESOT
HOUSING

Jane Anderson

Intake Data
Annual Data
Annual Data
Annual Data
Program Completion Data:

Client Survey

SNINNSNSS

Outcome Data - Client Purchased a Home

You can do one of the following:

[oancel] um
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2.02 Printing the Client Summary
At any time after Intake data has been entered, the User can print a summary of the Client data that has
been entered in the DCS. This can be a useful tool to share with the Client to demonstrate progress.

Print Client Summary

Home » Test Organization »

The bottom of the Survey History Page has the
Print Client Summary button, which provides a

Jane Anderson

Update Client
Survey History printable Client Summary Report.
Program Program Completion | Program Completion | '™
Intake Data Annual Data Annual Data Annual Data A | RS i gt Purchased
Question 31412014 31612015 311612016 31712017 e e sebibbic Home
b o iy b 611612017 611612017 61612017 i
edit edit edit
edit
o 16201 7 0 0616201 162017 a0
300 Siley St
St Paul Ancka

Savings

Print Client Summary -

Print Client Summary

Home Ownership Capacity Data Collection System
Client Summary Report
Repott Date: Friday, October 06, 2017
P - Secandar Gl
Program Year: 20142015 Coach: Smith
Client Address: 400 Wabasha St City: St Pau Zip: 55102 County: Ramsey
First gen HB: No #of Adults in HH: 1 #of Minor Children in HH: 2
P B AP G ORIS e Nl ok B,
Baning St G Bt oot Sas
Other Financial Services Recetved: Credt Repair Time Receming Services (Monthsy.
Questions. Intake Data Annud Data | Annual Data | Annual Data WD.A lon
Data Colection Date 03142014 03162015 012017 0616201 7 1 1,
Rent $700.00 $85000 $85000 $300.00 Prlnt Cllent Summary
Savings $100.00 1$2,400 00 $3,50000 $5,000.00
Household Income $1,20000 $1,300 00 $1,350.00 $1,400.00
0% 50% (50% Q’l’
20 i ®
$0.00 $0.00 $0.00 $0.00
Credit C $10,000 00 1$8,000 00 ($4,000 00 $2,000.00 - .
Steitontdure 90 __lsn00 s o The Print Client Summary
$15,000 00 $13,00000 $9,000 00 $7,000 00
= o vercon [chetrs St et e : & |
e e e ™™ [orhens button provides a printable
oo s dct
e :
e g s 0 g Client Summary Report.
[ |
[Cient Purst Tres litnot, vay? | |
Client Survey
i Coteckn Do TS
My understanding of the barking system Stayed the Same.
Tt fxmres Pt Lk oy s o
My the importance of a spending plan Increased
The frequency that the goal of Improving my credit plays arole Inmy | Increased
R
My how my credit affect: abilty o get aloan Incressed
T e eyt oy e — e
i
e o T B g e Wt
z o5
My b toranas o
Toak ettt maie god rrcid e st
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2.03 Returning to the Organization Page

The Organization page is where Users will be able to access the full list of all Clients.

Return to Organization Page

Log off
m1 Homeownership Capacity Data Collection System

MINNESOTA
HOUSING

Home » Test Organization » -

Jane Anderson

Update Client

Survey History
Intake Data Annual Data Annual Data Annual Data z:’::"t'm pes ::":’:;" CORPIEOY z"'": PECaI
. etion Data | Client Surve y om:
14/ /1612 16/ - 17
Question 31412014 311612015 311612015 317120 ey S st
edit edit edit edit 5 4 i
edit edit di

03162015 03162015 031712017 | oer162017 0611622017

2.04 Sorting by Client Names or Dates

The DCS allows any column data to be sorted by either in ascending or descending order. This allows a

User to sort by a Client’s name or by date to determine which Client’s require subsequent data entry in
the DCS.

Survey History Page

Test Organization
Add new Client
Clients l
Client intake Dak Annual Annusl Annual Completion  Client Stopped
e e Dats Dsta Dats Dsata Communcation
Nguyen, Chi 03/15/2014 03/152015 03/15:2016 068/16/2016
Dwarf, Doc 03/13/2014 03/16/2015 03/152016 031152017 Q71712017
Add new Client
Clients
Al | Annusl Al | Ci leton Client Stopped
Chant ——— nnual nus! nnual ompletion ent Stopp
Dats Data Dats Data Communcation
Nguyen, Chi 03/15/2014 0/152015 03/15/2016 06/16/2018
Dwarf, Doc 03/13/2014 02/16/2015 03/152016 037152017 07/17/2017
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2.05 Find a Client Name

To find a Client name, push the “Ctrl” + “F” key on your keyboard at the same time. A box will appear to
enter the Client name.

=

Find:‘ ! ._j Options *

m Homeownership Capacity Data Collection

MINNESOTA
HOUSING

Home »

Test Organization

Add new Client
Clients
Annual Annual Annual Completion  Client Stopped
Cler DIE DAy ot Data Data Data Communcation
Anderson, Jane 03/14/2014  03/16/2015 03/17/2017 06/16/2017
Doe, Jane 10/06/2015  11/04/2016 06/15/2017
Frye, James 03/08/2015 10/15/2015

2.06 Editing Data

Users do not have the ability to edit submitted surveys and must report edits to Minnesota Housing.

Common situations where edits are required:
e Datais entered incorrectly.
e The same Client is entered multiple times.

e AClientis entered as Client Stopped Communication but re-engages before the time that they can
be counted as a new Client under the Program.

Users can request edits at any time. They do not need to wait until the end of the quarter. Users must
report all errors by emailing HomeownershipCapacity.mhfa@state.mn.us with the following
information:
e  First two letters of the Client’s last name, first two letters of the Client’s first name
o Do notinclude the Client’s full name.
e Intake date
o Adescription of the issue

Please see below for a few samples:
e Datais entered incorrectly
o Client Name: Jo..., De...
o Intake Date: 04/02/2018
o The credit score at Intake needs to be changed from 642 to 624
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o Client Name: Hu....., Ma....
o Intake Date: 04/06/2018
o The Program Completion survey was submitted in error. Please remove this survey.

e The same Client is entered multiple times
o Client Name: Va...., Br.....
o Intake Dates: 01/02/2018 and 01/09/2018
o This Client is a duplicate Client in the Data Collection System. Please delete this Client’s
1/9/2018 entry.

e A Client re-engages after being entered as Client Stopped Communication but before they can
be counted as a new Client under the Homeownership Capacity program
o Client Name: An....., No....
o Intake Date: 04/03/2017
o The Client Stopped Communication survey needs to be removed as this Client has re-
engaged and cannot yet be counted as a new Client.

Minnesota Housing program staff can complete most edits in the DCS. If the edit can be made by
program staff, you will receive a response to your email once the edit has been completed.

Often edits need to be made with the assistance of Minnesota Housing’s IT department. In these
instances, a list is maintained and submitted on a quarterly basis. You will be notified via email if the edit
requires this additional assistance. Once all edits are completed by IT, all contacts for your organization
will receive a spreadsheet with each requested edit and the date the edit was completed. This will be
sent via the Single Family Secure File Exchange (aka LeapFile).

2.06 Logging Out

To log out of the system, click Log Out in the upper right hand corner of any screen. After 15 minutes of
inactivity, the DCS will automatically log the User out. If the User has not already submitted data, the
data in any survey that is partially completed will be lost.

me : dstibbins T
Log off
m Homeownership Capacity

Data Collection System

MINNESOTA

HOUSING
, Intake Data;
v 4 Annual Data

2.07 Reporting DCS Issues

To report any issues with the DCS, send an email describing the issue to
HomeownershipCapacity.mhfa@state.mn.us. If any personally identifiable information (PIl) on a
Client must be included, only include the first two letters of the first name and the first two letters of the
last name as well as the Intake date. The full Client name should not be included.

15 AUGUST 2020


mailto:HomeownershipCapacity.mhfa@state.mn.us

